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Retiree Guide to  Employee Self Service Online Enrollment 
 



1 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 

 
 

1. Go to Pasco County Schools Homepage:  www.pasco.k12.fl.us 
2. Click on Employee Self Service   (Under Quick Links) 

 

 www.pasco.k12.fl.us 

 #2 Click 

Here 

http://www.pasco.k12.fl.us/


2 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 

 Click “Log In” at the top of the page 

 First Time Users: 
o Your user name will be your first and last name entered in the following format: 

 firstnamelastname   
o Your password is the last four (4) digits of your social security number.   
o You will be prompted to change your password after logging onto the system for the first time.    

 Click 

Here 



3 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
 

 
You will receive the above message once you have successfully changed your password. 

You may reset your 

password to any 

word/number 

combination that 

you will remember 



4 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 

 
 Click the “Employee Self Service” tab on the navigation menu 

 You will be directed to the  “Employee Self Service” Homepage 

 

Click 

Here 



5 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
 Click on the “Benefits” tab on the navigation menu  

 You will be directed to your “Current Year Elections” Summary 

 

Click 

Here 



6 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
 Benefits that you are not currently enrolled in are noted as “Coverage Waived” 

 You are not eligible to make a “New Election” for benefits that you previously waived. 

 Click “Open Enrollment” on the navigation menu to elect benefits for 2015.                                 New Elections effective January 1, 2015 

Coverage  

Waived 

Click 

Here 



7 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 

 You must make an election 

for each benefit in order to 

complete your Open 

Enrollment. 

 You can only make 

changes to benefits that 

you are currently enrolled 

in. 

 If you enroll in a benefit 

that you are not eligible to 

enroll in, it will 

automatically be deleted 

without notice. 

If your Current Election 

Column states that you have 

“No Election Made” or 

“Waived”, you are not eligible 

to make a new election.  You 

must waive or decline 

coverage under the new 

election.  

 

 



8 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
 Be sure to have your primary care provider’s National Provider ID (NPI) number readily available for entry during open enrollment. 

 You may find your provider’s NPI on Florida Blue’s provider search website at: 
https://providersearch.floridablue.com/providersearch/pub/index.htm  
 

 

 Enter NPI for the 

plan chosen here 

HMO Basic or HMO Premium 

 
Click Here to Add Dependents 

https://providersearch.floridablue.com/providersearch/pub/index.htm


9 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 

 
 Enter information for your legal dependent(s) that you are covering under the plan: 

o Full Name (First, MI, Last) 
o Date of Birth 
o Gender 
o Relationship (Spouse, Child, or Grandchild) 
o Social Security Number 
o Primary Care Provider’s National Provider ID Number 

 

 Add Dependents to HMO  



10 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
 

 PPO Medical  

 
Click Here to Add Dependents 



11 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
 Enter information for your legal dependent(s) that you are covering under the plan: 

o Full Name (First, MI, Last) 
o Date of Birth 
o Gender 
o Relationship (Spouse, Child, or Grandchild) 
o Social Security Number 

 

 Add Dependents to PPO NPI not required for PPO plan. 



12 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
 

 

 

 

 

 

 

 Click Here to Waive or Cancel 

participation in Retiree Medical 



13 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

First time participants must complete a BlueMedicare Enrollment Application 
Contact Patty Nguyen at (813) 794-2492 for more information. 

 
IMPORTANT – PLEASE READ 

To avoid a delay in your BlueMedicare date, Employee Benefits must have your completed BlueMedicare enrollment form at least 30 
days prior to your BlueMedicare effective date.  For example, if you are eligible for Medicare effective December 1, 2014 and you want 
your BlueMedicare effective date to be December 1, 2014, Employee Benefits must receive your completed BlueMedicare application 
by November 1, 2014.   

 

 Blue Medicare PPO (Age 65+) 



14 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
If you are currently enrolled in dental, you may continue your current benefit election, change plans or waive coverage. 

 



15 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
If you are currently enrolled in vision, you may continue your current benefit election, change plans or waive coverage. 



16 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 

If you are currently 

enrolled in the Retiree 

Minnesota Life Benefit, 

you may: 

 Continue your 

current level of 

coverage. 

 Reduce your 

coverage. 

 Decline/Cancel your 

coverage. 

You must choose the 

correct level of 

coverage for your age 

tier. 

You cannot increase 

your coverage to a 

higher amount. 



17 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

Retirees are NOT ELIGIBLE for this Legal Plan – Please Click the “I Decline” button. 
You will have an opportunity to choose Legal and Identity Theft Protection on a different page. 

 
 

 Click 
“I Decline” 



18 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 
If you are currently enrolled in the Retiree LINA (Cigna) Life Benefit, you may: 

 Continue your current level of coverage  or 

 Reduce your coverage  or 

 Waive your coverage 
You cannot increase your coverage to a higher amount. 

 

 

 

 



19 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

Enrollment in this Legal Plan is open to all retirees, including retirees who were not previously enrolled. 

 
You have an option of two different legal plans to choose from for 2015.  Both plans include identity theft protection. 

 

 

 

 

 



20 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

Review Your Enrollment Choices 

 

1. Review your 

enrollment elections 

and confirm that they 

are correct. 

2. Click the “Modify” 

button if necessary to 

make changes to 

your benefit 

elections. 

3. Once your benefits 

elections are correct, 

you MUST click the 

“Submit Choices” 

button to submit 

your benefit elections 

for the 2015 Plan 

Year. 

 

 Click here to 2015 Benefit 

“Submit Choices” 



21 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

Confirmation that Your Enrollment was Submitted Successfully 
 

Print and retain a copy of your confirmation statement for your files. If there is a discrepancy with your benefits, you will be requested to 
provide a copy of your summary.    

 

 Click here to print a copy of your 

confirmation statement 



22 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

 

 You may click on the areas below to update 

your personal information. 



23 | P a g e                            Reminder: If you waive or cancel a current benefit, you cannot reenroll in that benefit in the future. 
 

District School Board of Pasco County 
Office for Human Resources and Educator Quality 

Employee Benefits and Risk Management 
7227 Land O’ Lakes Blvd. 
Land O’ Lakes, FL 34638 

 
(813) 794-2253  |  (727) 774-2253  |  (352) 524-2253 

 
www.pasco.k12.fl.us/benefits  

 

http://www.pasco.k12.fl.us/benefits

